
Quick Reference Guide:  

How to Submit an Inquiry to the Department of Human 
Resources Management (DHRM)



TheEmployeeRequestPlatformcanbe accessedvia theάCƻǊ
9ƳǇƭƻȅŜŜǎέpageof theFultonCountypublicwebsite.

Click on the Employee Request Platform tile.  No need to log in.
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After clicking on the ERP tile, you will be 
directed to an Inquiry Submission Form.
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* Indicates a required field



мΦ  {ŜƭŜŎǘ άIǳƳŀƴ wŜǎƻǳǊŎŜǎέ ŀǎ ǘƘŜ 5ŜǇŀǊǘƳŜƴǘ ȅƻǳ 
are trying to reach.
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2.  {ŜƭŜŎǘ άŜƳǇƭƻȅŜŜέ ŀǎ ȅƻǳǊ ǊŜƭŀǘƛƻƴǎƘƛǇ ǘƻ Cǳƭǘƻƴ /ƻǳƴǘȅΦ
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3.  Identify the reason you are contacting the  DHRM.

Do you need to appeal 
disciplinary action, file a 
grievance, submit a bullying 
complaint, notify HR about 
unfair treatment, etc.?



4.  Narrow down the focus of your inquiry by 
ƛŘŜƴǘƛŦȅƛƴƎ ŀ άǎŜŎƻƴŘ ŎŀǎŜ ǘȅǇŜΦέ 

7

Grievance

ωLeave Request 
Denials

ωRetaliatory Actions

ωViolation of 
Rules/Policies

ωWorking 
Conditions

ωWorking out of 
classification

Bullying

ωHostile Work 
Environment

ωMobbing

ωVerbal Abuse

Workplace Violence

ωActs of Violence

ωAssault

ωThreats of Violence

ωSocial Media

ωWeapons



5.  Indicate whether you are experiencing an 
ongoing issue or an isolated event.
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6.  Indicate your assigned department.
bh¢9Υ  άLb/L59b¢ [h/!¢Lhbέ Ґ ¸h¦w !{{LDb95 59t!w¢a9b¢
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7. Provideasummaryof the reasonyouarecontactingtheDHRMin
theά/ŀǎŜ5Ŝǘŀƛƭǎέsectionof thepage. Pleaseprovideasmuchdetail
as possibleto assistDHRMstaff in determiningappropriatenext
steps.
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8.  Complete all mandatory fields on the page 
ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άbŜȄǘέ ōǳǘǘƻƴΦ
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Click here



фΦ  /ƭƛŎƪ άŀŘŘ ǇŀǊǘȅέ ǘƻ  ƛŘŜƴǘƛŦȅ ƛƴŘƛǾƛŘǳŀƭǎ ǿƛǘƘ ǊŜƭŜǾŀƴǘ 
information about your concern including yourself, 

witnesses, supervisors and/or managers.
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млΦ  ²ƘŜƴ ŜƴǘŜǊƛƴƎ ȅƻǳǊ ǇŜǊǎƻƴŀƭ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ǎŜƭŜŎǘ ά/ƻƳǇƭŀƛƴŀƴǘέ ŀǎ ǘƘŜ 
άtŀǊǘȅ ¢ȅǇŜΦέ  !ǘ ŀ ƳƛƴƛƳǳƳΣ ǇǊƻǾƛŘŜ ȅƻǳǊ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜ ŀƴŘ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊΦ   
/ƭƛŎƪ άǎŀǾŜέ ǿƘŜƴ ȅƻǳ ŀǊŜ ŦƛƴƛǎƘŜŘ ŜƴǘŜǊƛƴƎ ȅƻǳǊ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴΦ
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ммΦ  /ƭƛŎƪ άbŜȄǘέ ǿƘŜƴ ȅƻǳ ƘŀǾŜ ƛŘŜƴǘƛŦƛŜŘ ŀƭƭ 
persons with relevant information.
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мнΦ  /ƭƛŎƪ ǘƘŜ ά!ŘŘ ŦƛƭŜέ ōǳǘǘƻƴ ǘƻ ƛƴŎƭǳŘŜ ŀƴȅ ǊŜƭŜǾŀƴǘ 
documents ( e.g., emails, memoranda, and photographs) with 
your submission.
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13.  Upload files by dragging files and folders from your 
computer or clicƪƛƴƎ  ƻƴ ǘƘŜ ά¦ǇƭƻŀŘ ŀ ŦƛƭŜ ŦǊƻƳ ȅƻǳǊ /ƻƳǇǳǘŜǊέ 
button.  Please provide a summary description of any attached 
ŦƛƭŜόǎύΦ  /ƭƛŎƪ άbŜȄǘέ ǿƘŜƴ ȅƻǳ ƘŀǾŜ ŀǘǘŀŎƘŜŘ ŀƭƭ ǊŜƭŜǾŀƴǘ ŦƛƭŜǎΦ
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14.  Review the form, make any necessary 
ŎƻǊǊŜŎǘƛƻƴǎΣ ŀƴŘ ŎƭƛŎƪ ά{ǳōƳƛǘΦέ
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